State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 1420-1139-001 50027322 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT DFM/Hydrology and Flood Operations Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Arthur Hinojosa Principal Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
SCM 05/03/11
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under general direction of the Chief of the Hydrology and Flood Operations Office, the Office
Technician (Typing) performs a wide variety of the most difficult clerical duties requiring a high
degree of initiative, independence and originality in performing assigned tasks. Serve as secretary
to the Office Chief and may provide clerical support to the other staff in the Hydrology and Flood
Operations Office.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, and maintain consistent
and regular attendance, and exercise good judgment in making independent decisions and meeting
deadlines. The specific duties are as follows but not limited to:

35% Originates drafts and finalizes copies of a variety of correspondence in conformance with DWR
Correspondence Procedures, reports, and other general typing as required using a variety of
software; screen incoming and outgoing correspondence, and arrange correspondence in order of
priority and interest; maintain status record of correspondence, and oversee the follow-up to
assure that deadlines are met; independently handle mail for routing to other interested personnel;
have the ability to recognize and handle confidential material; and maintain subject files. Scan,
photocopy, fax, and file a variety of documents.

25% Screen telephone calls and give out appropriate information independently and use discretion
while providing information in response to numerous inquiries from the public as well as
Departmental staff that may be extensive and sensitive or refer to appropriate staff members.
Maintain a comprehensive knowledge of the Department, its functions, and relationships with other
State, federal, and local agencies. Maintain an appointment calendar for the Chief which includes
scheduling meetings and conference rooms. Make detailed travel arrangements which may include
in and out-of-state travel requests; airline, hotel, and car reservations; prepare and process
monthly travel expense claims for the Chief and other staff members if needed and other travel
requisitions and claim forms which may include conference registrations. Distribute incoming mail

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Arthur Hinojosa >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 1420-1139-001 50027322 1

APPOINTEE
VACANT

SAP PERSONNEL NO. DIVISION/SECTION

DFM/Hydrology and Flood Operations Office

Percent of
Time

Activity

15%

10%

10%

5%

and assist staff with outgoing mail that may require an unusual knowledge of the Department's
organization, operations, and staff assignments.

Prepare and process reservations and requisitions for office equipment, supplies, forms, and
printing and copying needs, using the Department's SAP System. Complete purchase orders and
provide proper documentation to the Accounting Office. Resolve problems that occur with
invoices and complaints or queries from staff and or/vendors. Maintain informational records and
files on all completed and active purchase orders.

Work with the Branch Chief and staff to coordinate and schedule Office activities, appointments,
and calendars. Arrange and assist in the preparation of staff meetings. Prepare, duplicate, and
distribute meeting materials. Follow up on assignments made to staff on behalf of the Chief; may
independently originate and/or prepare correspondence to Section Chiefs, keeping them informed
of current changes within the Office, Division and Department. Attend meetings with Division
clerical staff as needed to discuss Division protocol and procedure updates.

Serve as timekeeper for the Hydrology and Flood Operations Office. Prepare and document
attendance using SAP. Maintain timekeeping documents and files of signed time sheets to
document attendance. Interact with DFM/HR and Personnel with resolving time issues. Prepare
ZDUN reports for weekly Office Chief meeting. Prepare Appraisal and Development (A&D)
packages for distribution to employees. Prepare and maintain files of completed A&D's, training
requests, duty statements, emergency contact forms, and other required employee information.
Schedule interviews and prepare interview packages for Office and Section Chiefs, as needed. May
also assist with training other clerical employees within the Division.

Assist with various administrative functions during flood emergencies or heighten Flood Operation
Center activities. Provide secretarial support to other Offices within the Division of Flood
Management, including telephone coverage and typing, as needed.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Good communication skills, both oral and written, are essential.
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	activity: POSITION SUMMARY
Under general direction of the Chief of the Hydrology and Flood Operations Office, the Office Technician (Typing) performs a wide variety of the most difficult clerical duties requiring a high degree of initiative, independence and originality in performing assigned tasks.  Serve as secretary to the Office Chief and may provide clerical support to the other staff in the Hydrology and Flood Operations Office.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, and maintain consistent and regular attendance, and exercise good judgment in making independent decisions and meeting deadlines.  The specific duties are as follows but not limited to:

Originates drafts and finalizes copies of a variety of correspondence in conformance with DWR Correspondence Procedures, reports, and other general typing as required using a variety of software; screen incoming and outgoing correspondence, and arrange correspondence in order of priority and interest; maintain status record of correspondence, and oversee the follow-up to assure that deadlines are met; independently handle mail for routing to other interested personnel; have the ability to recognize and handle confidential material; and maintain subject files.  Scan, photocopy, fax, and file a variety of documents.

Screen telephone calls and give out appropriate information independently and use discretion while providing information in response to numerous inquiries from the public as well as Departmental staff that may be extensive and sensitive or refer to appropriate staff members.  Maintain a comprehensive knowledge of the Department, its functions, and relationships with other State, federal, and local agencies.  Maintain an appointment calendar for the Chief which includes scheduling meetings and conference rooms.  Make detailed travel arrangements which may include in and out-of-state travel requests; airline, hotel, and car reservations; prepare and process monthly travel expense claims for the Chief and other staff members if needed and other travel requisitions and claim forms which may include conference registrations.  Distribute incoming mail
	classification: Office Technician (Typing) 
	appointee: VACANT
	dwr position number: 1420-1139-001
	sap personnel no: 
	sap position number: 50027322
	division: DFM/Hydrology and Flood Operations Office
	mcr: 1
	percent 2: 
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	activity2: and assist staff with outgoing mail that may require an unusual knowledge of the Department's organization, operations, and staff assignments.  

Prepare and process reservations and requisitions for office equipment, supplies, forms, and printing and copying needs, using the Department's SAP System.  Complete purchase orders and provide proper documentation to the Accounting Office.  Resolve problems that occur with invoices and complaints or queries from staff and or/vendors.  Maintain informational records and files on all completed and active purchase orders.

Work with the Branch Chief and staff to coordinate and schedule Office activities, appointments, and calendars.  Arrange and assist in the preparation of staff meetings.  Prepare, duplicate, and distribute meeting materials.  Follow up on assignments made to staff on behalf of the Chief; may independently originate and/or prepare correspondence to Section Chiefs, keeping them informed of current changes within the Office, Division and Department.  Attend meetings with Division clerical staff as needed to discuss Division protocol and procedure updates.  
 
Serve as timekeeper for the Hydrology and Flood Operations Office.  Prepare and document attendance using SAP.  Maintain timekeeping documents and files of signed time sheets to document attendance.  Interact with DFM/HR and Personnel with resolving time issues.  Prepare ZDUN reports for weekly Office Chief meeting.  Prepare Appraisal and Development (A&D) packages for distribution to employees.  Prepare and maintain files of completed A&D's, training requests, duty statements, emergency contact forms, and other required employee information.  Schedule interviews and prepare interview packages for Office and Section Chiefs, as needed.  May also assist with training other clerical employees within the Division.

Assist with various administrative functions during flood emergencies or heighten Flood Operation Center activities.  Provide secretarial support to other Offices within the Division of Flood Management, including telephone coverage and typing, as needed. 

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Good communication skills, both oral and written, are essential.
	supervisor name: Arthur Hinojosa
	employee name: 


